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NATIONAL OCEAN SERVICE
FLEXIPLACE PROGRAM GUIDELINES

The National Ocean Service (NOS) is continually working to provide
a quality worklife for its employees. The Flexiplace program
provides a wide range of benefits to employees and the
organization with proper and judicious implementation. A
Flexiplace program is offered to all NOS offices. NOS has adopted
both the DOC Office of Administration Guidelines for Flexiplace
Participation and the NOAA Supplemental Guidelines (see attached)
with additional NOS guidelines described below. It is critical
that all supervisors/managers and interested employees read all
the guidelines before making a decision to participate in the NOS
Flexiplace Program.

Flexiplace is a management option, rather than an employee right,
and does not change the terms and conditions of employment. There
is no automatic right of the employee to continue participation in
the event of a change of supervisor, work situation, or job
requirement. The overall interests of the office must take
precedence over working at the alternative work site. Flexiplace
must not adversely affect the performance of the employee who is
participating or his/her co-workers. Flexiplace is not a
substitute for dependent care. During established work hours, the
participant should make arrangements for child care, elder care
and any other dependent care so that the employee’s ability to
complete work assignments is not adversely affected. The office’s
workload will be distributed equitably, and methods will be
instituted to ensure that office employees are not saddled with
the Flexiplace participant’s responsibilities.

ADDITIONAL NOS FLEXIPLACE GUIDELINES

APPROVAL AUTHORITY: The Assistant Administrator, NOS, has the
approval authority for full participation in a Flexiplace Program
and any requests for exceptions to this program. Participation in
the program on an ad-hoc, short-term basis to accommodate special
needs as described below is hereby redelegated to Program and
Staff Office Directors.

Full participation in the Flexiplace Program is defined as:

- Participating in the program as identified in the NOS/NOAA/DOC
guidelines. Under normal circumstances, employees should work a



minimum of three days in the conventional office (or two days for
those employees working AWS schedules with a day off).

- Meeting the selection/screenout criteria in Attachment C.

Participating in the Flexiplace Program on an Ad-hoc/Short Term
Basis to Accommodate Special Needs is defined as:

- 120 days or less for medical or family need purposes and
extensions to an initial request. Total time of initial request
and extensions must not exceed 6 months. Exanples of these would
be: (1) working at home during personal conval escence from a
short-terminjury or illness; and (2) time saved from not having
to coommute woul d all ow enpl oyee to work and take sick or

conval escing famly nmenbers to doctor’s appoi ntnments and/ or

t her apy sessions.

- Intermittent for 5 days or less for each critical or time-
sensitive project. If this option is renewed more than 3
successive times, the supervisor/team leader should look at
requesting this under the full-time flexiplace option.

QUALIFYING POSITIONS: All employees except supervisors and team
leaders who work mostly in an independent manner (refer to
Attachment A, Guidelines for Selecting Flexiplace Participants).
This includes part-time employees and NOAA Corps Officers.
Supervisors and team leaders may be allowed to participate for
ad-hoc/short-term situations only.

NUMBER OF EMPLOYEES: It is expected that no more than 10 percent
of the NOS workforce will be participating in the program at any
one time.

ASSOCIATED COSTS: Government payment of costs for installation of
computers and associated equipment and additional telephone
installation and/or basic services, should be determined on a case
by case basis. Either the employee or organization should already
have the basic equipment to do the work.

GENERAL SCHEDULES: FEmployees will work within the already
established NOS AWS schedules or union-negotiated agreements.

ALTERNATE WORKSITES: Employees can "Work-at-Home" only.
ANTICIPATED BENEFITS: The anticipated benefits are: (1)

attracting and retaining a high-quality work force; (2) reducing
employee absenteeism and accommodating employees with health



problems while they are still able and want to work; (3) reducing
commuting time and costs; (4) increased flexibility in
coordinating work priorities with personal and family
responsibilities; (5) improved employment opportunities for the
disabled and mobility-restricted persons; (6) reduced traffic
congestion and its associated health, pollution and energy
problems.

EVALUATION: Every six months the Management & Budget Office will
conduct an evaluation of the Flexiplace Program. Supervisors/team
leaders and participants are required to complete evaluation
questionnaires. Program and Staff Offices must retain records of
Ad-hoc/Short Term participation that they have approved for
reporting purposes and also be prepared to complete evaluation
questionnaires.

PROCEDURAL REQUIREMENTS:

1. Interested supervisors, team leaders and employees read all
guidelines.
2. Supervisor, employee’s team leader (if applicable) and

employee meets to discuss and complete Attachment B - Flexiplace
Program Employee/Supervisor Agreement (NOS version), Attachment C
- Screen Out Criteria Checklist, and Attachment D - Flexiplace
Safety Inspection Checklist.

3. A justification and request for a Flexiplace arrangement is
prepared by the supervisor/team leader including Attachments B
through D. This request must be endorsed by the employee's
immediate supervisor and then cleared up through the chain of
command before submission to the Program or Staff Office Director.
The following additional information is required for participation
on an Ad-Hoc, Short-Term Basis:

a. Arrangements based on medical needs must be for 120 days
or less. A doctor's written certification must be submitted
with the request stating the nature of the employee’s
illness, what type of work the employee is allowed to do,

and the benefits that would be achieved from using
Flexiplace. Other information may also be used by management
to assist with evaluating the medical need.

b. Arrangements based on family care needs must be for 120



days or less. Flexiplace is not a substitute for dependent
care. An explanation must be included on Attachment C -
Screen Out Criteria Checklist, describing how the employee’s
time will be allocated for work at the office and work at
home, and how this can be accommodated with family care
responsibilities at home. Attachment E cites some examples
of appropriate family care arrangements.

c. Requests for extension of an arrangement for medical or
family needs (up to 6 months total) must be initiated by the
employee, and include:

1. An updated doctor's written certification
regarding the continuing medical need, or an updated
description of the family care need;

2. An evaluation by the immediate
supervisor/team leader of the employee's performance
while on Flexiplace. It is the burden of the employee
to demonstrate that the transferred office function can
be effectively performed at home; and

3. A revised/updated work plan from the supervisor/team
leader.

d. For arrangements based on intermittent critical or time-
sensitive projects of 5 days or less for each instance,
explain what type of projects might require this arrangement
and how working at home would be beneficial in getting the
work done. Also, include the approximate number of times
over the Flexiplace contract period the employee may need to
work intermittently at home. Renewals to an intermittent
option must also be resubmitted with an evaluation of
previous arrangements. If this option should be renewed more
than 3 successive times, the supervisor/team leader should
look at requesting this under the full-time flexiplace
option.

All renewals to previously approved full participation Flexiplace
arrangements must be sent to the AA for approval. Submit the
requested paperwork, updated if necessary, an explanation of any
changes from the prior agreement, and a brief evaluation of the
prior Flexiplace arrangement.

4a. Full Participation - Request is approved or disapproved by
the Program or Staff Office Director. Approved Flexiplace



arrangements are then submitted through the Management and Budget
Office for the AA’s approval. The Program or Staff Office
Director is notified in writing of the decision and, if approved,
continues the process of participating in a Flexiplace
arrangement.

4b. Ad-Hoc/Short-Term Participation - Request is approved or
disapproved by the Program or Staff Office Director. The
Supervisor/Employee is notified in writing of the decision and, if
approved, continues the process of participating in a Flexiplace
arrangement.

5. In approved Flexiplace arrangements, the employee’s
supervisor/team leader will contact their servicing Human
Resources office to schedule required training for the employee
participant and supervisor/team leader. Training is required only
at the first request and not needed for subsequent renewals unless
a major policy change has occurred.

6. Begin Flexiplace!

ATTACHMENTS

- DOC Office of Administration Guidelines for Flexiplace
Participation

- NOAA Supplemental Guidelines

- Attachment A - Guidelines for Selecting Flexiplace Participants

- Attachment B - Flexiplace Program, Employee/Supervisor Agreement
- Attachment C - Screen Out Criteria Checklist

- Attachment D - Flexiplace Safety Inspection Checklist

- Attachment E - Family Care Needs



DOC OFFI CE OF ADM NI STRATI ON GUI DELI NES FOR FLEXI PLACE
PARTI CI PATI ON

FI exi pl ace Pil ot Program
Decenber 1993
BACKGROUND

Fl exi pl ace, al so known as fl exi bl e workpl ace, work-at-hone,

tel ecomuting, and teleworking, refers to paid enpl oynent
performed away fromthe conventional office, either at hone or at
an alternative office, for an agreed-upon portion of the workweek.
FI exi pl ace shoul d not be confused w th hone-based busi nesses or

i ndependent contractor arrangenents in the hone. It is also quite
different fromsituati ons where enpl oyees permanently work out of
their honme, traveling daily to clients or

audit and inspection sites on prem ses not controlled by their

enpl oyers.

Fl exi pl ace in the Federal governnent grew froma project begun in
1990. The President's Council on Managenent | nprovenent (PCM)
sponsored the governnent-w de Fl exi bl e Wrkpl ace Project to

exam ne the feasibility of flexible workplace arrangenents, on a
limted basis, through pilot tests. The Ofice of Personnel
Managenent (OPM and the General Services Adm nistration (GSA)
were given key roles in coordinating and eval uati ng fl exipl ace
arrangenents on behal f of the PCM .

During this test period, the hone was the primary alternative work
site. OPM has eval uated the two-year pilot perfornmance of

t he wor k- at - home conponent of the project and has found it to be
successful. OPM supports the concept of flexiplace when

practiced judiciously, and agenci es now have authority to make

fl exi bl e arrangenents regardi ng where enpl oyees performtheir

wor K.

Recently, GSA has begun to inplenment three tel ecomuting centers
in nearby Maryland and Virginia communities for use by

Federal enpl oyees who work in the Washington, D.C. area. The
tel ecommuting centers are financed by a $5 mllion appropriation
and are established in cooperation with |ocal business and
political officials and interested Federal agencies. The

tel ecommuting centers offer an alternative workplace in outlying
| ocati ons and provi de needed data processi ng equi pnent and

t el ecomuni cations and adm ni strative support. This Federal

tel ecommuting center pilot project has been approved as a

Rei nventi on Laboratory.

BENEFI TS

Fl exi pl ace i s an innovative managenent tool that can provide a
variety of benefits. Enployers can benefit by attracting and



retaining a high-quality work force, reduci ng enpl oyee absent eei sm
and accommodat i ng enpl oyees with health problens while they are
still able and want to work. Enpl oyees can benefit by reduced
conmuting tinme and costs, capitalizing on their peak productivity
periods, and increased flexibility in coordinating work priorities
with personal and famly responsibilities. Society and the

envi ronnent can benefit by inproved enpl oynment opportunities for

t he di sabled and nobility-restricted persons, reduced problens
associ ated with dependent care, reduced traffic congestion and its
associ ated heal th, pollution and energy probl ens.

PURPCSE

Thi s flexi place guide provides advice and instruction to

supervi sors and enpl oyees of the Ofice of Adm nistration who
participate in a Flexiplace Pilot Program Flexiplace |ocations
may i nclude the enpl oyee's hone (a space specifically set aside
as an office or other appropriate area in the enpl oyee's

resi dence) or GSA tel ecomuting centers. No supervisor or

enpl oyee will be required to participate in the pilot program nor
is participation an enployee right. The Ofice of Admnistration
Fl exi pl ace Pilot Programw |l test alternatives to the traditional
wor k envi ronnent and eval uate potential benefits.

PQLI CY

Adm nistration Directors nay present proposals to participate in
the flexiplace pilot programto the Deputy Assistant Secretary

for Admi nistration for approval. Presenting a proposal is
intended to be a "one-tine" event necessary to establish the
general paraneters for participation. Therefore, a proposal does
not have to be so specific as to nane participants, specify

i ndi vi dual enpl oyee schedul es, and the like. The proposal,
however, nust address the types of positions involved, anticipated
nunbers of enpl oyees, associ ated costs, general schedules to be
used, alternative work sites, and antici pated benefits.

Supervi sors are responsible for determning, in consultation with
their respective Ofice Directors, if positions are appropriate
for off-site work and for exam ning both the content of the work
and the performance of the enployee. Once the paraneters for
partici pati on have been approved by the Deputy Assi stant

Secretary, supervisors may recomend to their superiors pilot
program partici pants and specify the conditions of participation.
Adm nistration Directors are delegated the authority to approve
such recomendati ons.

A Fl exi pl ace Wrk Agreenent is required for all participants. One

is included in this guide. In addition, Adm nistration
Directors are responsible for ensuring that periodic eval uations
of the pilot programw || be perforned. The Ofice of Human

Resour ces Managenent will assist with appropriate eval uation
met hodol ogy.

Enpl oyees are not required to participate in the pilot program
nor is participation an enployee right. Because this is a



supervi sory work option, there is no automatic right of the

enpl oyee to continue participation in the event of a change of
supervi sor, work situation, or job requirenments. Admnistration
Directors or supervisors may end participation in the program

for individuals, an organi zational segment or the entire office if
operational problens occur that interfere with the service m ssion
of the organization. 1In addition, flexiplace arrangenents are not
an enpl oyee right. The overall interests of the office nust take
precedence over working off-site on a scheduled off-site day if a
conflict arises. Supervisors may nmake adjustnents of individual
schedul es to neet the needs of the office. Admnistration
Directors and supervisors shall provide sufficient notice whenever
feasible, prior to cancelling an enpl oyee's participation or

nodi fyi ng the flexiplace arrangenents.

PROGRAM OVERSI GHT

Adm nistration Directors are responsible for the overall efficient
managenent of the O fice of Adm nistration Flexiplace Pil ot
Program and all reporting requirenents within their respective

of fices. Supervisory officials are responsible for day-to-day
operations, adjustnents of individual flexiplace arrangenents to
neet the needs of the units they supervise, and mai ntaining
records and informati on necessary for Adm nistration Directors to
eval uate the program

QU DELI NES FOR SELECTI NG PARTI Cl PANTS

Sel ection of participants for this pilot programis a key
activity. Wile there is no fail-safe formula to assure success,
t he nost common characteristics of successful flexiplace
participants and criteria for selection are described bel ow.

| denti fying the Enpl oyee

The enpl oyee has denonstrated self-starter characteristics, can
function i ndependently and has denonstrated dependability.

The enpl oyee has good time managenent and organi zation skills.
The enpl oyee possesses a high level of skill and job know edge.

The enpl oyee's overal |l perfornmance eval uati ons are equivalent to
fully successful or higher.

The enpl oyee has clearly defined performance standards.

The enployee is willing to sign and abide by a witten agreenent
defining participation and expectati ons.

If the alternative work site is the home, the enployee is able to
sati sfy hone work station requirenments, including necessary
equi pnent, privacy, lack of interruptions, and security of data.



| dentifying the Supervisor
The supervisor is a proponent of the project.

The supervisor is confortable with eval uating work perfornmance by
nmeasuri ng performance by results and w thout direct
observati on.

The supervisor is an effective comunicator and able to clearly
defi ne tasks and expectati ons and provi de ongoi ng feedback.

| dentifying the Position

Many different positions |end thensel ves to successful flexiplace
arrangenents. Each position shoul d be exam ned, and specifically,
distinct activities, functions, and tasks. |In many cases, sone
portion of the position nmay be perfornmed in a flexiplace

envi ronnent.

Wrk activities are portable and can be performed effectively
out si de the conventional office.

Job tasks primarily are measurable or primarily project oriented.

Contact with other enployees and serviced clientele is
pr edi ct abl e.

Wrk contacts can be easily adjusted to allow for tel ephone
conmuni cati ons or conducted when the flexiplace enpl oyee is at
t he conventional office.

The technol ogy needed to performthe work off-site is currently
avail abl e.

Security of data can be adequately assured.

Access to specialized equiprment or materials not present at the
off-site |l ocation can be grouped and schedul ed for days when
the flexiplace enployee is in the conventional office.

FLEXI PLACE WORK AGREEMENT

Prior to participation, flexiplace participants and their
supervisors will jointly sign a work agreenent that can be
termnated at any tine by either supervisors or enployees. The
wor k agreement, which is included in this guide, covers the terns
and conditions of the flexiplace pilot program The work
agreenent constitutes an agreenent by enpl oyees and supervisors to
adhere to applicable guidelines and policies. The work agreenent
covers itens such as the voluntary nature of the arrangenent;

| ength of flexiplace assignnent; hours and days of duty for each
work site; responsibilities for tinekeeping, |eave approval, and
requests for overtine and conpensatory tine; perfornmance

requi rements; proper use and saf eguards of governnent property and



records; standards of conduct; and conpletion of required pil ot
program eval uation nmaterial s.

WORK SCHEDULES

Wrk perforned away fromthe conventional office will vary
dependi ng upon the individual arrangenents between enpl oyees

and their supervisors. Flexiplace arrangenents can be established
on a continuing basis or on an ad-hoc, short-term basis.

For flexiplace arrangenents established on a continuing basis,
each work agreenent shall provide for a m ni mum nunber of days in
the office. Under normal circunstances, enployees will work a

m ni mum of three days in the conventional office. Successful
prograns have shown that enpl oyees need to spend at |east part of
the week in the conventional office to mnimze isolation and
conmuni cation problens, facilitate integration of the flexiplace
enpl oyee with those in the conventional office, and to ease
supervi sors' adj ust nent.

FI exi pl ace arrangenents may al so be approved to permt an enpl oyee
to work on an ad-hoc, short-termbasis, for exanple

when an enpl oyee coul d conplete a project nore efficiently or when
an enployee is tenporarily incapacitated. In such cases,

t he work agreenent should be as specific as possible concerning

t he schedul e.

Wirk schedul es identify the days and tines the enpl oyee will work
in each work setting. W rk schedules can parallel those in the
office or be structured to neet the needs of participating

enpl oyees and their supervisors. The process of establishing work
schedul es permts periodic adjustnments to achi eve an opti nal
schedul e whi ch can nmeet organi zati onal requirenents and suit

enpl oyee needs. Wirk schedules may al so include fixed tines
during the day for supervisor/enpl oyee tel ephone conversations.

Est abl i shing such times may be hel pful to ensure ongoing

communi cati on

A regul ar schedule makes it easier to stay in touch with

col | eagues and to be available to clients. Supervisors nust
approve flexitine schedules in advance to preclude any unintended
l[iability for premumor overtine pay and to ensure proper

adm ni stration of other enployee benefits. 1In addition, care nust
be taken not to approve any flexiplace schedule that is

i nconsistent or in conflict with provisions nade under the

Al ternative Wrk Schedul es program

HOURS OF DUTY, TINME AND ATTENDANCE, AND PAY | SSUES

Hours of Duty. Supervisors may follow the traditional work
schedul e of eight hours per day, five days per week, 8:30 a.m -
5:00 p.m; or permt enployees to follow work schedul es approved
under the Alternative Wrk Schedul e Program Conpl etely
unstructured arrangenents where enpl oyees work at the alternative



work site at will are not permtted.

Overtine Wrk. Wrk schedul es, as descri bed bel ow, determ ne
entitlenent to overtine conpensation.

St andard work schedule (currently 830 a.m - 5:00 p.m). Overtine
work is all hours of work in excess of eight hours in a day or 40
hours in a week which are officially ordered i n advance by
managenent. Under the Fair Labor Standards Act (FLSA),

enpl oyees nay earn overtinme pay even though the overtine work was
voluntary and not officially ordered or approved. The FLSA counts
as overtinme any work that a supervisor "suffers or permts”

hi s/ her subordinates to work. "Suffered and permtted"” overtine
is any work performed for the benefit of the agency, whether
ordered or not, provided the supervisor knew or had reason to
bel i eve that the work was being perforned and had a chance to stop
it.

It is the responsibility of the supervisor to regulate and control
the use of overtine. Enployees are responsible for requesting, in
advance, approval to work in excess of their normal hours of duty.
This is particularly inportant when enpl oyees are working at hone
or a telecomuting center wi thout direct supervisory oversight.

The potential liability for FLSA overtine could be hard to control
if clear directions are not provided to participating enpl oyees.

Fl exi bl e Work Schedul es under the Alternative Wrk Schedul e
Program Overtine work is all hours of work in excess of eight
hours in a day or 40 hours in a week which are officially ordered
i n advance by managenent. The requirenent that overtine hours be
officially ordered in advance al so applies to nonexenpt enpl oyees
under the FLSA. There is no concept of "suffer and permt" for
overtime work performed under flexible work schedul e prograns.

Conpressed Wrk Schedul es under the Alternative Wrk Schedul e
Program Overtine work is all hours officially ordered in
excess of the established conpressed work schedule. Overtine is
not paid for hours worked in excess of eight hours per day or 40
hours per week when part of a conpressed work schedul e.

Certification and control of tinme and attendance. Proper
nmonitoring and certification of enployee work tinme is critical to
t he success of the program The CGeneral Accounting Ofice

gui del i nes regardi ng enpl oyees at renote sites require that
agenci es establish a tinme accounting nethod that provides the
supervi sor with reasonabl e assurance that enpl oyees at renote
sites are worki ng when schedul ed. Sone of the approved techni ques
ment i oned whi ch coul d be applicable to flexiplace arrangenents

i ncl ude occasi onal supervisory tel ephone calls to an enpl oyee
during tinmes the enployee is scheduled to be on duty; occasional
visits by the supervisor to the enployee's alternative work site;
and determ ning the reasonabl eness of work output for the tine
spent.



Leave. The policies for requesting annual |eave, sick |eave, or
| eave wi t hout pay renai n unchanged. Enployees are responsible
for requesting | eave in advance from supervi sors and keepi ng

ti mekeepers inforned of |eave usage.

Adm ni strative | eave, dism ssals, energency closing. Al though a
variety of circunstances nmay affect individual situations, the
princi pl es governing admnistrative | eave, dismssals, and cl osing
remai n unchanged. The ability to conduct work (and the nature of
any i npedi nents), whether at hone, or at a telecommting center,

or at the conventional office, determ nes when an enpl oyee may be
excused fromduty. For exanple, if severe weather conditions and
hazardous comuting difficulties

necessitate the conventional office closing, and if the enpl oyee
is working at hone, normally, the flexiplace enployee wll

conti nue working at home. Using this sane exanple, if the

enpl oyee's work site at hone also is affected (the enpl oyee's
electricity fails because of the severe stornm, the supervisor may
grant admnistrative | eave. Wen an enpl oyee knows in

advance of a situation that would preclude working at hone, either
tinme in the office or | eave should be schedul ed.

Wr kers' Conpensation. Fl exiplace enpl oyees are covered by the
Federal Tort dains Act or the Federal Enpl oyees Conpensation Act
and qualify for continuation of pay or workers' conpensation for
on-the-job injury or occupational illness. This is one reason
that it is vital that a specific authorized work | ocation nust be
identified in advance and adhered to by the enpl oyee. (See
further discussion belowin section titled, "FAC LITIES AND

EQUI PMENT | SSUES. ")

The supervisor's signature on the request for conpensation attests
only to what the supervisor can reasonably know, whet her

the event occurred at the conventional work site or at an
alternative work site during official duty. Under norna

ci rcunst ances, supervisors are often not present when an enpl oyee
sustains an injury. Enployees, in all situations, bear
responsibility for informng their inmedi ate supervi sor of an
injury at the earliest time possible. They nust al so provide
details to the Departnent of Labor when filing a claim

For enpl oyees who currently are receiving continuation of pay or
wor kers' conpensation, flexible work place arrangenents can help
put injured enpl oyees back to work and take them off the
conpensation rolls. Managers may be able to find work that such
enpl oyees can performat honme, or managers nay be able to
"restructure" existing work so that sone of it nmay be perforned at
horre.

Duty Station. For pay purposes, the "official duty station” is
t he enpl oyee's conventional office. The enployee's official duty
station serves as the basis for determ ning special salary rates.

FACI LI TI ES AND EQUI PMENT | SSUES



Home alternative office. A specific authorized work |ocation for
per f ormance of work-at-home duties nust be identified in advance.
Requi renents will vary depending on the nature of the work and the
equi pnent needed to performthe work. At a mninmum enployees
shoul d be able to easily communi cate by tel ephone with the
supervi sor during the work-at-hone day. In addition, enployees
are responsible for verifying and ensuring that their hones conply
with health and safety requirenents. Home offices nust be cl ean
and free of obstructions. The home nust be in conpliance with al
bui I di ng codes and free of hazardous materials. A supervisor may
deny an enpl oyee the opportunity to participate or nay rescind a
fl exi pl ace agreenment based on safety problens in the hone or
suspected hazardous materials in the home. The supervisor nmay

al so inspect the home office for conpliance with health and safety
requi rements when deened appropri ate.

Home utility costs associated with working at home are not paid by
the government. Potential savings to the enpl oyee resulting
fromreduced conmuting, nmeals, etc. may offset any incidenta
increase in utility expenses. Exceptions apply only where the
personal expense directly benefits the governnent, e.g.,

busi ness-rel ated | ong di stance calls on the enpl oyee's personal
phone.

Adm nistration Directors nust establish their own policy on
purchase and installation of equipnment. Sonme may agree to
purchase or install equipnent, while others, due to budget
constraints or other nmanagenent reasons, may choose not to.

Adm nistration Directors nmay nmake this decision on a case-by-case
basi s considering such factors as the nature of the work,

avai lability of existing equipnment, etc. |In some instances,
participation in the programmy be contingent on equi pnent costs
i f equi pnent is needed to performthe job.

Transfer of governnent-owned conputers, printers, nodens and ot her
dat a processing equi pnent fromthe Ofice to the hone

resi dence and back is determned by the Ofice. This equipnment is
to be used only for official business. The governnent nust

retain ownership and control of hardware, software, and data. In
t hese situations, the governnent is responsible for maintenance,
repair, and replacenent of such equi prent. Enpl oyees nust notify
supervi sors inmedi ately following a mal function of

gover nient - owned equi pnent .

For government - owned conputers, only hardware/ software
configuration procured by the Federal government and aut horized
by an approving official for the alternative work site should be
installed. Under no circunstances shoul d enpl oyees be al |l owed
to add non-governnent owned or unaut horized hardware or software
to the hone work station. |In addition, supervisors mnmust ensure
that the designated work space of the enpl oyee has adequate
physi cal or environnental security neasures in place to

protect the equi pment from being accessed by unaut hori zed



i ndi vi dual s.

| f enpl oyees provide their own conputer equi pnent, they do so at
their option and are responsible for purchasing, servicing and
mai nt enance costs. The governnent will not be liable for

rei mbur si ng enpl oyees for such costs.

For official governnent business only and specific to Fl exipl ace,
Federal agencies may use appropriated funds to pay for tel ephone
installation and basic services in private residences. The
government cannot pay for a single line that will be used for
bot h governnent and personal calls. The government can rei nburse
t he enpl oyee for long distance calls nade as part of official
duties on a residential phone.

Tel ecommuting center office. Telecomuting centers which may be
utilized are those established by the General Services

Adm ni stration under the Interagency Tel ecommuting Pilot Project.
For a nominal fee (at this tine, $100 per work station, per

nont h), enployees will have access to a wide array of nodern

equi pment, including nodul ar work stations, a tel ephone with

| ocal and FTS 2000 service, a high speed conputer with a col or
noni tor and nodem | aser printer, facsimle nachine,

mul ti-function copier,conference and storage space. Training wll
be provided for enployees at the centers and for supervisors

and co-workers at each agency's central office.

Agencies wishing to use the tel ecommuting centers nust enter into
a 12-nonth agreenent with the centers. For administrative
conveni ence, the Ofice of Adm nistration would consolidate
requests for work stations within the tel econmuting centers and
establ i sh one agreenent per center. Paynent woul d be nade from
one account with individual offices providing rei nbursenent.

Al'l costs nust, of course, be absorbed within allocated operating
budget s.

At |east three telecommuting centers will be established in nearby
Maryl and and Virginia comunities. At this tinme, a center in
Wnchester, Virginia has opened. 1In southern Maryland, a GSA team
is working with a tri-county partnership that includes

several public and private regional planning organizations and the
Charles County Community Col | ege which has agreed to operate the
center. GSA expects this center to open in md-Cctober 1993.
Simlar efforts are underway with public officials in other
conmuni ti es such as Hagerstown, Maryl and; the Eastern Shore of
Maryl and; and Fredericksburg, Virginia.

PRI VACY ACT, SENSITI VE OR CLASSI FI ED DATA

Deci sions regardi ng the proper use and handling of sensitive data,
as well as records subject to the Privacy Act, are delegated to

i ndi vi dual supervisors who permt enployees to work at hone. Care
nmust be taken to ensure that records subject to the Privacy Act
and sensitive non-classified data are not disclosed to anyone



except to those who are authorized access to such information in
order to performtheir duties. dassified data nay not be renoved
from enpl oyees' official work sites to off-site |ocations.

EVALUATI ON OF FLEXI PLACE PI LOT PROGRAM

Eval uation of the pilot programis critical to determning the
feasibility and desirability of flexiplace as an alternative work
arrangenent. As previously nmentioned, Adm nistration Directors
are responsi ble for ensuring that periodic evaluations of the
pilot programw || be performed and providing appropriate reports
to the Deputy Assistant Secretary. The Ofice of Human

Resour ces Managenent will assist with appropriate eval uation

met hodol ogy.



NOAA SUPPLEMENTAL GUI DELI NES
FLEXI PLACE PI LOT PROGRAM PQLI CY

Each Line/ Staff/Program O fice may choose to design its program
within the parameters of the overall guidelines. Flexiplace
pol i ci es and procedures should specify, at a mninum the types
of positions involved, the nunber of enpl oyees, associated costs,
general schedules to be used, alternate work sites, and

antici pated benefits.

The pilot programw |l be in effect for a mnimumof one year in
order to fully evaluate its benefits and inpact on operations.
Ofices may begin participation in the pilot at any tine.

RESPONSI BI LI TI ES

APPROVI NG OFFI CI ALS wi Il | authorize all participation in the pilot
within their organi zations and will assure appropriate funding,
eval uate the inpact of the programon the efficiency,

ef fectiveness, and enpl oyee satisfaction of work operations within
their organi zations. Approving officials are the

Line/ Staff/Program Directors or their designees.

SUPERVI SORS will: 1) select the enployees to participate from

t hose individuals volunteering within the program areas authori zed
by the Approving Oficial; 2) devel op and anend

performance work plans as needed for work perfornmed away fromthe
official duty station; 3) assign appropriate work to be perforned
at the alternate duty station; 4) adjust individual flexiplace
arrangenents to neet the needs of the units they supervise; and 5)
mai ntain records and informati on necessary for eval uation of the
progr am

EMPLOYEES will: 1) provide information to conplete work
agreenents; 2) observe agreed-upon hours of work in accordance
with established policies; 3) observe policies on requesting

| eave when leave is to be taken; and 4) use CGovernnent equi pnent
only for official purposes.

SELECTI ON CRI TERI A
| dentifying the Position

Sel ection of suitable positions is the first step toward
participating in the pilot program After deciding that a certain
position has Fl exiplace possibilities, other criteria nmust be
expl or ed.

Cont act Requirenents

1. Wiat percentage of the job is devoted to “face-to-face”
contact with co-workers, other enployees or agencies, or the
public?

2. Can contact be readjusted to allow for tel ephone or electronic



conmuni cati ons or can such contact be conducted when the enpl oyee
is at the conventional office?

Ref erence Material Requirenents

1. What percentage of the job relies upon access to

phot ocopi ers, tel efax nmachi nes, or other specialized equi pnent?
2. Can access needs be grouped and schedul ed for days when the
enpl oyee is in the conventional office?

Travel Requirenents

3. Can trips begin or end at the alternate worksite rather than
the main office?
4. Can paperwork be done at the alternate worksite?

FORVG REQUI RED

5. A Flexiplace Wrk Agreenent (Attachnment B) is required for all
partici pants.

6. The Flexiplace Screen Qut Criteria Checklist (Attachnment O
nmust be conpl eted by the supervisor prior to approval of the

fl exi pl ace agreenent. Answering yes to any of the questions wll
normally elimnate a person fromconsideration in the flexiplace
progr am

7. The Flexiplace Safety |Inspection Checklist (Attachnent D) nust
be conpl eted by the enpl oyee and t he supervi sor before the

FI exi pl ace Wrk Agreenent may be approved.

TRAI NI NG

Bot h enpl oyee participants and their supervisors must attend a
training session prior to participation and shoul d be coordi nated
with the appropriate servicing Human Resource O fi ce.

SATELLI TE OFFI CES

Ofices that wish to nake this alternate work site available to
their enpl oyees, nust work with the NOAA Human Resources
Managenent Office to nmake sure contractual agreenments are net.

EQUI PMENT

Each O fice may establish its own policy on purchase and
installation of equipnent. Al equipnment deened necessary by the
supervi sor for conpletion of off-site work assignnments will be
provi ded by the organi zation within the paraneters of governing

| aws, rules, and regul ations, and budgetary constraints.

EVALUATI ON
The NOAA Hurman Resources Managenent Office will coordinate the

eval uation of the pilot programin conjunction with the Departnent
of Commerce, participating offices, and the Ofice of Personnel



Managenent and the General Services Adm nistration as appropri ate.
Supervisors and participants are required to conpl ete eval uation
guestionnaires at the beginning of the participation and each six
nont hs afterwards.

CONTACTS

Pl ease contact your servicing Human Resources Managenent Office if
you have any questions about the flexiplace programor would |ike
assi stance in setting up your program



ATTACHVENT A

QU DELI NES FOR SELECTI NG FLEXI PLACE PARTI C PANTS

| dentifying the Supervisor
 The supervisor is a proponent of the project.

* The supervisor is confortable with eval uati ng work
performance by neasuring performance by results and w t hout
di rect observati on.

 The supervisor is an effective conmuni cator and able to
clearly define tasks and expectati ons and provi de ongoi ng
f eedback.

| denti fying the Enpl oyee

 The enpl oyee has denonstrated self-starter characteristics,
can function independently and has denonstrated
dependabi lity.

 The enpl oyee has good tine nanagenent and organi zation
skills.

* The enpl oyee possesses a high level of skill and job
know edge.

 The enpl oyee's overall performance eval uations are
equi valent to fully successful or higher.

 The enpl oyee has clearly defined performance standards.

» The enployee is willing to sign and abide by a witten
agreenent defining participation and expectations.

e If the alternative work site is the hone, the enployee is
able to satisfy hone work station requirenents, including
necessary equi pnent, privacy, |ack of interruptions, and
security of data.

| dentifying the Position

* Many different positions |end thenselves to successful

fl exi pl ace arrangenents. Each position should be exam ned,
and specifically, distinct activities, functions, and tasks.
I n many cases, sone portion of the position may be performnmed
in a flexiplace environment.



» Wirk activities are portable and can be perforned
effectively outside the conventional office.

e« Job tasks primarily are neasurable or primarily project
ori ent ed.

» Contact with other enployees and serviced clientele is
pr edi ct abl e.

« Wrk contacts can be easily adjusted to allow for tel ephone
conmuni cati ons or conducted when the flexiplace enpl oyee is
at the conventional office.

 The technol ogy needed to performthe work off-site is
currently avail abl e.

» Security of data can be adequately assured.

 Access to specialized equi pnent or materials not present at
the off-site | ocation can be grouped and
schedul ed for days when the fl exiplace
enpl oyee is in the conventional office.



ATTACHVENT B
FLEXI PLACE PROGRAM
EMPLOYEE/ SUPERVI SOR AGREEMENT
The followi ng constitutes an agreenent on the terns and conditions

of the Fl exiplace Program between:

Organi zat i on:

Enpl oyee:

1. Enployee volunteers to participate in the Flexiplace Program

Enpl oyee voluntarily agrees to work at the agency-approved

al ternate workpl ace indi cated bel ow and agrees to adhere to the
appl i cabl e gui delines and policies. The Flexiplace Screen Qut
Criteria Checklist (attached) has been conpleted by the

supervi sor. The supervisor concurs wth enpl oyee participation
and agrees to adhere to the applicabl e guidelines and policies.

2. Choose one:
Enpl oyee agrees to participate in the programfor a period

not to exceed 120 days begi nni ng
Ext ensi ons nmay be provi ded contingent upon revi ew and approval

oR

Enpl oyee will participate in the programon an ad-hoc, short
termbasis to acconmodat e special needs for a period not to exceed

NOTE: The enpl oyee or nanagenent nmay termnate participation in
this programat any tine.

3. Enployee’s nost recent performance rating of record and
current performance nust be at the “Meets or Exceeds” |evel.
Enpl oyee wil | conpl ete assi gned work according to supervisor’s
gui dance and direction and according to standards stated in the
enpl oyee’ s performance pl an.

4. Enployee’s official tour of duty will be (indicate hours and
days of duty for each work site). |If enployee is on a flexible
wor k schedul e, indicate core hours.

Conventional Ofice

From To:




on the follow ng days:

Alternate Ofice

From To:

on the foll ow ng days:

5. Enployee’s official duty station is:

The alternate duty station is:

(The conventional Federal office is the official duty station for
pur poses of special salary rates.)

The tel ephone nunber at the alternate duty station is:

6. Enployee’s tinmekeeper will have a copy of the enployee’s

fl exi pl ace schedul e. The supervisor and enpl oyee are responsible
for ensuring the accuracy of tine and attendance reported for work
at the official duty station and the alternate workpl ace.

7. Enployee will follow established office procedures for
requesting and obtai ni ng approval of |eave.

8. Enpl oyee agrees to work overtinme only when ordered and
approved by the supervisor in advance. Wrking overtine w thout
such approval may result in termnation of the flexiplace
privilege and/ or other appropriate action.

9. If enployee borrows government equi pnent, enployee will borrow
and protect the equi pnent in accordance with applicable
procedures. Governnent-owned equi pnent will be serviced and

mai nt ai ned by the governnent. |f enployee provides own equi pnent,
this is at option of enployee, who is responsible for purchasing,
servi cing and nai ntenance costs. The government will not be
iable for reinbursing enpl oyees for such costs.

10. The enpl oyee has conducted a safety inspection of hone (if
alternate work site) using the Flexiplace Safety Inspection
Checklist (Attachment D). The enpl oyee agrees to permt the
government to inspect the alternate workplace with 24 hours notice
during the enpl oyee’s normal working hours to ensure proper

mai nt enance of governnent-owned property and conf or mance with
heal th and safety standards.

11. The enpl oyee is covered under the Federal Enpl oyee’s
Conpensation Act if injured in the course of actually performng
official duties at the official duty station or the alternate duty
station. The enpl oyee agrees to notify the supervisor i mediately



of any accident or injury which occurs. The supervisor wll
i nvestigate such a report imediately.

12. The government will not be liable for danmages to an

enpl oyee’ s personal or real property during performance of
official duties or while using governnent equipnent in the

enpl oyee’ s resi dence, except to the extent the governnent is held
liable by Federal Tort Cains Act clains or clains arising under
the Mlitary Personnel and G vilian Enpl oyees O ains Act.

13. The government will not be responsible for operating costs,
hone nai ntenance, or any other incidental costs (e.g., utilities)
what soever, associated with the use of the enpl oyee’ s residence.
By participating in the flexiplace program the enpl oyee does not
relinquish any entitlenent to rei nbursenent for authorized
expenses incurred while conducting business for the government, as
provided for by statute and inpl enenting regul ations.

14. At intervals specified in the flexiplace guide, the
supervi sor and the enpl oyee will conplete surveys which summarize
fl exi pl ace inpact on the office, the enpl oyee, the supervisor, and
ot her organi zati onal el enents.

NCS Addi tional Requirenent:
15. The supervisor has the option and authority to request the

enpl oyee to attend a neeting at his/her duty station or be
avail able for a conference call with a m ninumnotice of 2 hours.

Enpl oyee’ s signature Dat e

Supervi sor’s signature Dat e

Approving Oficial’s signature Dat e



ATTACHVENT C
SCREEN QUT CRI TERI A CHECKLI ST

Enpl oyee’ s Nane:

Title, Series, G ade:

1. Frequent face-to-face contacts with clients YES _NO
and/ or co-workers is vital in order to conplete
this project.

2. Frequent supervisory review, while work is in YES_ NO
progress, is required as a routine part of this job.

3. Security or technical reasons prevent YES NO
information frombeing used at the alternate duty

station which is needed to performthe work

effectively.

4. Most recent performance rating does not neet YES NO
expect at i ons.

5. Are there dependent children or adults who YES NO
will be at the alternate duty station during the
times the enpl oyee is scheduled to work AND may

require the attention of the enployee during

t hese tinmes?

6. Are there any other kinds of disturbances YES NO
whi ch woul d di stract the enpl oyee from perform ng
work at the alternate duty station?

Answering YES to any of the above questions will normally
elimnate a person fromconsideration in the flexiplace program
Provi de expl anation below if enployee is screened out on one or
nore criteria and is still being recommended for the flexiplace
progr am

Supervi sor’s signature: Dat e




ATTACHVENT D
FLEXI PLACE
SAFETY | NSPECTI ON CHECKLI ST

NOTE: Sone information on this formis protected by the Privacy
Act. Disclosure may be nmade only to authorized persons according
to 5 U S C 552a.

SECTION 1 - EMPLOYEE AND WORKSI TE | NFORVATI ON

Enpl oyee’ s Nane:

Alternate Duty Station Address:

Tel ephone Nunber at Alternate Duty Station:

Briefly describe worksite location within the alternate duty
station:

SECTION 2 - LIST CF I TEMS/ CONDI TI ONS TO | NSPECT

The followi ng checklist is designed to assess the overall safety
of the alternate worksite. Each participant should read and
conplete the self-certification safety checklist. Upon

conpl etion, the checklist should be signed and dated by the
partici pati ng enpl oyee and i nmedi ate supervi sor.

a. To the extent it can be determned, is YES NO_ NA
the work area free of indoor air quality

pr obl ens?

b. |Is the space free of noise hazards? YES NO_ NA
c. |Is there a potable (drinkable) water YES NO_ NA
suppl y?

d. |Is adequate ventilation present for YES NO_ NA

t he desired occupancy?

e. Are lavatories available with hot/cold YES _NO__NA
runni ng water?

f. Are all stairs with four or nore steps YES NO_ NA

equi pped with handrail s?

g. Are all circuit breakers and/or fuses for YES NO_NA

the work area | abeled as to intended service?

h. Do circuit breakers clearly indicate if YES NO_ NA

they are in the open or closed position?

i. Is all electrical equipnent free of YES NO__NA




recogni zed hazards whi ch woul d cause

physi cal harm (frayed w res, bare conductors,
| oose wires, overuse of extension cords,
exposed wires fixed to the ceiling, etc.)?

j. Is all electrical equipnent properly YES NO NA
gr ounded?

k. 1s there a snoke detector in or near the YES NO NA
wor k area?

. Is there a fire extinguisher near the YES NO NA
wor k area?

m Are aisles, doorways, and corners free YES NO NA
of obstructions to permt visibility and

novenent ?

n. Are file cabinets and storage cl osets YES NO NA
arranged so drawers and doors do not open

into hal | ways?

0. Is the work area furnished so that there YES NO NA
is adequate roomto safely nove around?

p. Is furniture sturdy (e.g., no loose legs, YES NO NA
tops, backs, casters, wheels, rungs, etc.)?

g. Do chairs provide adequate back support YES NO NA
for the work to be acconplished?

r. Is the work area free of all tripping YES NO NA
hazards, including tel ephone |ines,

el ectrical cords, extension wires, etc.

S. Is the work area neat and cl ean? YES NO NA
t. Are the floor surfaces clean, dry, YES NO NA

| evel, with any carpets secured and free
of worn or frayed seans?

NOTE: Enpl oyee is responsible for informng the supervisor of any
change to the work area which results in a safety status change,
or if any accidents occur while working at the alternate duty
station.

SECTI ON 3

| have conducted the above safety inspection of the worksite area
of the alternate duty station. The results of the inspection are
noted above. | understand that an i ndependent safety inspection

may be conducted onsite with 24 hours notice and during ny norma

wor ki ng hours.



Enpl oyee’ s si gnat ure: Dat e

APPROVED DI SAPPROVED

The following actions are required for this alternate duty station
to neet the safety checklist standards:

Supervi sor’s signature: Dat e




ATTACHMENT E

FAMILY CARE NEEDS

Flexiplace is a family-friendly initiative but there seems to be a
lot of confusion as to what this entails. To some employees they
think it’s the solution to childcare and eldercare and it’s not.
Childcare or eldercare is a job in itself and employee’s cannot do
two jobs at once. So, if children or senior family members are in
the home who require care from the employee, other arrangements
must be made to care for them during the employee’s hours of work
just as if they were in the conventional office. Flexiplace is a
family-friendly initiative because it allows increased flexibility
in an employee’s work schedule to meet their everyday and
emergency family care needs, increases time with family members by
eliminating commuting times, and gives employees a more secure
feeling that if an emergency occurs they will be close-by on those
work—-at-home days. First, however, the position and employee must
both meet the criteria for Flexiplace and there must be sufficient
work to do at the home location. Following are Flexiplace
scenarios meeting an employee’s family care needs.

SCENARTIO #1 - Full-Time Flexiplace Arrangement

FEmployee lives an hour’s drive from the office and has elementary
school age children at home. Without Flexiplace the employee must
take the children to a childcare provider for before-and- after
school care five days a week because they cannot stay home with
the children until they leave for school, commute an hour’s drive
and still get to work by 9:30 a.m., and then be home in time when
the child arrives from school. With a Flexiplace arrangement the
employee could:

o0 Save money by reducing the child care to two or three days a
week and increase time with the children. To do this the employee
could work two days at home or combine that with a day off from
working a 4-day AWS schedule. In order to meet the requirement of
work and family two example schedules could be as follows:

- Monday, Wednesday and Friday work in the conventional office
8:00 a.m.-4:30/5:30 p.m. (2 9-hour days as necessary to make up
for a shorter work schedule when they work at home). Children in
before-and-after school care.

- Tuesday and Thursday work at home 9:00 a.m.-3:30 p.m. with a 2-
hour break in schedule when children come home from school and



until spouse arrives to tend to children. Employee would then
finish a 7-hour day from 5:30 p.m.-6:30 p.m.
Or

- Monday and Wednesday work in the conventional office 6:30 a.m.
-5:00 p.m. (10-hour day). Children in before-and-after school
care.

- Tuesday and Thursday work at home 6:30 a.m.-5:00 p.m. (10-hour
day). Child care could be accomplished by the spouse getting the
children ready and off to school in the morning and then a teenage
babysitter in the afternoon from 3:30 p.m.-5:00 p.m.

- Friday is the AWS day off so no childcare would be required.

In this scenario the children are old enough to be in school.
Work schedules may need to be modified during the summer break.
Obviously for preschool age children this arrangement would not
save much money because childcare arrangements would still be
required every day except if the employee has an AWS day off.
However, there would still be the benefit of spending more time
with the children and less in daycare by eliminating the 2-hour
commuting time and, if possible, staggering a spouse’s work
schedule.

If the children were teenagers and capable of taking care of
themselves, a Flexiplace arrangement would provide the benefit of
reducing the children’s time at home alone before and after
school. The parent would be able to react immediately to
emergencies.

SCENARIO #2 - Short-Term/Ad Hoc Flexiplace Arrangement

Employee lives an hour and a half drive from work. A family
member (e.g., child, elder parent) breaks a leg and needs care for
one month and, after that, physical therapy twice a week for
another two months. Without Flexiplace, the employee would have
to take a lot of leave over the three-month period and the agency
would have lost productivity. With a Flexiplace arrangement the
employee could:

o0 Reduce their leave usage by working a portion of the day/week
the first month and working full time for the last two months.

The employee or a co-worker could pickup/drop off work or work
could be transmitted electronically back and forth. The agency
benefits by having the employee working part time instead of
losing all productivity. To meet the family care needs an example
of a Flexiplace schedule could be:



Month 1:

-Monday-Friday work 6:30 a.m.-10:00 a.m. and then take 4 and a
half hours leave. The employee’s spouse provides care before they
leave for work in the morning. The employee then takes over the
rest of the day.

Months 2 and 3:

-Monday, Wednesday, Friday work at the office 7:30 a.m. to 4:00
p.-m. Family member is well enough to go to childcare, school or
stay at home by themselves.

- Tuesday and Thursday work at home 6:30 a.m. to 10:00 a.m., break
to take family member to physical therapy, then complete tour of
duty from 12:30 p.m. to 5:00 p.m. All required childcare or
arrangements with spouse are still in place. At the end of
physical therapy, employee ends Flexiplace and returns to the
conventional office.

This scenario provides maximum flexibility for the employee. By
eliminating the 3-hour commute, the employee is able to turn that
time into productivity for the agency and reduced leave usage
while still meeting their family care needs. However, as in all
Flexiplace arrangements, the determination must be made first that
the employee and position lends itself to Flexiplace and that
there actually is enough work to keep the employee busy for their
scheduled work hours.

SCENARIO #3 - Short-Term/Ad Hoc Flexiplace Arrangement

An employee lives an hour’s drive from work. The employee
requests a Flexiplace arrangement during their teenage children’s
summer vacation. Without Flexiplace the employee’s children would
be home alone for a large portion of the day. With Flexiplace the
employee could:

0 Be more accessible for emergencies and, by saving 2-hours
commuting time, increase time with the children. An example work
schedule could be as follows:

-Monday and Wednesday work 6:30 a.m.-5:00 p.m. (10 hours) in the
conventional office.

-Tuesday and Thursday work 6:30 a.m.-11:00 a.m., break an hour for
lunch, then finish the workday 12:00 noon-5:30 p.m. (10 hours) at
home. Employee is immediately available to their children in case
of emergencies.

-Friday is the AWS day off so employee is with the children all
day.



SCENARIO #4 - Short-Term/Ad Hoc Flexiplace Arrangement

Employee requests Flexiplace for the first 4 months after his wife
has a baby. Without Flexiplace the employee may need to take a
lot of leave to help out at home. With Flexiplace the employee
could:

o Reduce leave usage by arranging a schedule to help out at home
and still continue a full work schedule and reduce stress by
eliminating 2 days of commute and being there in case of an
emergency. An example schedule could be:

-Monday, Wednesday and Friday work 7:00 a.m. to 3:30 p.m. at the
conventional office.

-Tuesday and Thursday work 8:00 a.m.-12:00 noon, 2-hour break in
schedule to help as needed, then continue work from 2:00 p.m.-
6:00 p.m. Working at home allows the employee to catch up on
sleep and spend time with his family throughout the day rather
than at the end of the day when everyone is too tired.

These are just a few scenarios of how Flexiplace can address
family care needs. In all of these, required childcare or
eldercare is accomplished by someone other than the employee
during the employee’s work hours at home. The keys to
establishing a successful Flexiplace arrangement for family care
needs 1is flexibility, good communication between the supervisor
and employee and an understanding by both of what is allowed and
expected of the employee.



